Services to Faculty and Students by unknown
One College Library's Services 
to a Faculty 
THE PAPER in the present issue by Miss Kemp entitled "From the Librarian's 
Office to the Faculty" grew out of a re-
quest from a correspondent for a treat-
ment of what college librarians do to call 
library services to the attention of faculty 
members. In connection with it the edi-
tor has thought there would be interest in 
the following, which is based on a section 
in the annual report for 1940-41 of the li-
brary of the College of William and 
Mary. The original list of items has been 
amended somewhat at the suggestion of 
the librarian, E. G . Swem, certain local 
matter being omitted and a few additions 
being made to bring it down to 1944. 
Also, some items having to do with services 
to students and to other groups and agen-
cies are left out because of the necessity for 
saving space. 
SERVICES T O F A C U L T Y A N D STUDENTS 
This library has made a very strenuous 
effort to help the members of the faculty in 
their relations to the college library and also 
to assist students in every way. It occurs 
to me that you may be interested in seeing 
just what services we offer to the whole 
college community. I am, therefore, pre-
senting the following list and including it as 
part of the report: 
A notice slip is sent to the head of the de-
partment as soon as a new book is available 
which that department has requested. 
A notice slip of a gift book is sent to the 
professor who would be especially interested 
in the book. 
A selected list of current acquisitions is 
prepared in mimeographed form and dis-
tributed monthly, except July, August, and 
December, to the members of the faculty. 
This is distributed also from the circulation 
desk to students who request copies. 
Advertisements of new publications in the 
field of a professor's interest are sent regu-
larly to him. 
Notice of the arrival of the first number 
of a periodical which is a new acquisition is 
sent to the professor or professors especially 
interested in it. 
A statement of the balance of the depart-
mental appropriation for book purchases is 
sent to the head of each department at vari-
ous times, and attention is called to the fact 
that this balance should be spent. 
A record book is maintained at the cir-
culation desk in which titles of books which 
members of the faculty and students recom-
mend for purchase by the library are placed. 
The titles listed here by the members of the 
faculty are not books for their departments 
but books of a general nature which they 
wish to obtain in other departments. 
The weekly selected lists of U.S. govern-
ment documents, checked for items which 
have been received, are sent to those profes-
sors who request them. 
A copy of the monthly invoice of U.S. 
government publications listing items avail-
able to depository libraries is sent to any 
professor upon request. 
Special government publications are put 
aside and called to the attention of profes-
sors who would be interested in them, 
especially to those in the departments of 
government and law. 
Duplicate books . . . are sent to the pro-
fessors for their office collections, if they 
wish them. 
Duplicate copies of pamphlets, government 
publications, and publications of associations 
and organizations are sent to the professors 
140 COLLEGE AND RESEARCH LIBRARIES 
1 
for their office, department, or laboratory 
collections. 
Reproduction of material on film through 
Science Service is obtained by the library for 
professors. 
Occasional meetings are held with the 
professors of a department on the use of 
the library, bibliographical procedure, and 
material in the library covering their field. 
A duplicate list of reserve books, selected 
by any professor, is sent to him upon request. 
This is a report on the books which he has 
requested to be set aside for reserve, indicat-
ing those available, those not available, and 
why. 
A professor is notified immediately if a 
book on his reserve list is missing after it 
has been placed on reserve. 
On request, comprehensive bibliographies 
used in seminars of topical majors are 
checked by the public catalog and a complete 
report made to the professor in charge. 
An exhibit of the latest books received is 
kept in the main reading room. 
Occasional lectures on bibliographical pro-
cedure and the use of the library are given 
by the librarian to special classes, at the 
request of the professor in charge. 
Interlibrary loans are made for professors 
without charge and also for students at the 
request of their professors. 
A collection of faculty publications is 
maintained. All publications and manu-
script addresses of members of the faculty 
and administration are solicited. 
A collection of complete files of student 
publications, programs, and other ephemeral 
material is kept up and forms a part of the 
archives. 
The library serves as a temporary deposit 
place for records of all student organizations 
and associations for the summer and until 
they are needed by the students. 
Special exhibits on the bulletin board of 
pertinent books are made for each special 
activity of the college, such as lectures, plays, 
and musical programs. 
Special arrangement is made for student 
collections to be on exhibit in the library, 
such as the International Relations Club 
alcove in the main reading room. 
The library provides open stacks for the 
students. On request, a table is provided 
for a student within the stacks near the 
class of books in which he is making his 
research. 
A study room, with desks, tables, lights, 
and comfortable chairs, is provided for sen-
iors, graduate students, and faculty mem-
bers. These are assigned by card on request 
and, in the case of students, approved by the 
professor in charge of his field of concentra-
tion. A desk is assigned for a definite pe-
riod and this may be renewed. This service 
is provided to meet somewhat the lack of 
cubicles and conference rooms. 
Reserves are made for all borrowers of 
the library of any book which circulates and 
which they may wish to secure. They are 
notified as soon as the book is returned or is 
available. 
The Cutler Essay must be submitted by 
each senior as a part of his degree require-
ment. A complete bibliography of the se-
lected subject for this essay is prepared by a 
member of the library staff and placed in 
the reserve book room so that books and 
pamphlets will be easily available. 
The privilege of conducting classes in the 
library is extended to any professor who 
wishes to have the library resources at hand 
during class discussion. 
The Virginia Historical Index is made a 
special feature, not only for students and 
professors, but also for persons outside of 
the college group who come to Williamsburg 
for historical investigation.. All the volumes 
indexed are kept together in one place nearby. 
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